19. 


20. 


Use these rules and add ‘ed’ and ‘ing’ to the 
following words, doubling the consonants where 
necessary. The first one is done for you. 


LEVEL LEVELLER LEVELLING 
cyc 

O START a ED 

(b) PLOT ED 

© TICK DD 

(a) HINT ED 

EOUN Fa Vaan ED 


Explain expressing courtesy. 
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Time : Three hours 
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10. 


APRIL/MAY 2023 


FSS20/CSS20/BSS20 — SOFT SKILLS 


Maximum : 75 marks 


SECTION A — (10 x 2= 20 marks) 
Answer ALL the questions. 
What does the ability to listen require? 
What does reading first involve? 
What is called executive Instruction? 
What does transcoding information involve? 
How can we seek information? 


How do you treat the members of the audience 
when communicating with public? 


Add ‘ed’ and ‘ing’ to the following words: GUN, 
FUND. 


What do we include in a job application? 
What is the difference from replying and courtesy? 


Mention the things you can communicate through 
eye contact. 
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11. 


(a) 


b) 


SECTION B — (5 x 5 = 25 marks) 
Answer ALL the questions. 


Write down the differences between the 
ability to listen and the ability to read. 


Or 


Write a dialogue between Shalini and Rupa 
using the hints given below : 


Shalini is a data entry Operator and 
receptionist in Surat Computers. . She 
receives a call from Rupa, the General 
Manager of Shafi Telecom. Rupa wants to 
meet Edward, the General Manager 
regarding a product presentation. Shalini 
says Edward is out of town and would return 
only after three days. Rupa agrees to make a 
call after three days. 


Shalini : This is —————————_—_ 
Rupa Could I 
Shalini : Edward 
Rupa 
2 3907 


17. 


18. 


Here are some instructions of companies. Say 
whether they are executive instruction (EI) or 
Instructions to be followed (IF). Give reasons for 
your choice. 


(a) 


b) 


(c) 


(d) 


(e) 


Ensure 10% cut down in the cost of 
production. 


At least 50 pages should be proof read 
everyday. 


Ensure that the camera ready copy (CRC) is 
available by the weekend. 


Bring down the electricity bill to 5000 
rupees. 


Switch off all lights, fans and equipment 
before you leave. 


Write dialogue between you and your friend on the 
following situation: The way to reach railway 
station from your house. 
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16. 


SECTION C — (8 x 10 = 30 marks) 


Answer any THREE questions. 


Read the following passage and answer the 
questions : j 


Reena carried her latest mobile to the company. 
On the way she got down to purchase some pens 
for her personal use. When she reached the office 
she noticed her mobile was missing. She ran back 
to the stores and discovered that her mobile was 
not there. Then she went to the police station, 
filled a FIR and returned to her office. When her 
colleague, Seema wished her good morning, she 
was so upset that she poured out whatever had 
happened and then said it was a very bad morning 
for her. 


(a) Do you like Reena? Give reasons. 


(b) Should workers like Reena be employed in 


an office? 


(c) Is Reena a responsible person? 
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12. 


(a) 


(b) 


Here are some instructions of companies. 
Say whether they are executive instructions 
(EI) or instructions to be followed (IF). Give 
reasons for your choice. 


(i) Ensure 10% cut down in the cost of 
production. 


(ii) At least 50 pages should be proof read 
every day. 


(ii) Ensure that the camera ready copy 
(CRC) is available by the weekend. 


Or 


You have now decided to turn off the 
computer. Your first instruction is : 


Save the documents and reach the safety 
mode to shut down the computer, 


Write down the other instructions using the 
example given above. 
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13. 


14. 


(a) 


(b) 


(a) 


Read the following sentences and mark (Q) if 
they are questions and (R) if they are 
request. 


Could I borrow your book for some time? 
Would you tell me the way to the bank? 
Could you lend me your umbrella? 

; Or 


Look at the following request and mark (I) if 
the request seeks information or (A) if the 
request seeks action. 


(i) Would you give me your pen please? 


Gi) Can you tell me the way to the post 
office? 

Gii) Could I borrow your pencil for a 
moment? 

Read the following sentence and write 

whether they are kernel. Mark (K) if they 

are kernel sentences and (NK) if they are not 

kernel sentences. Give reasons for your 

answer. 


(G) Iran home. 


(ii) Uma gave me a doll. 


(iii) Prem made me the president of the 
club. 
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(b) 


(b) 


Write whether the verbs in the following 
sentences are transitive or intransitive. 
Mark (vt) for verb transitive and (vi) for verb 
intransitive. 


G) Money always talks loudly. 
Gi) Uma travels often. 
Gii) 1 like Sachin. 


Read the following dialogues and mark (FR) 
for friendly, (FO) for formal and (IN) for 
informal suggestions in the interrogative 
sentences. 


Rahul : What about having a cup of 
coffee? 

Priya That's nice. 

Jaya : Would you have some sugar in 
the milk? 

Shiva No, thanks. . 

Rahim : How about eating out tonight? 

Hari : That would be great! 


Or 


Write a note on eye contact and cultural 
implication. 
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